
APPLICATION FOR RECORDS DISPOSITION STANDARD 
I ,i 

INSTRUCTIONS: Prepare in duplicate and 'forward to the Records Management Analyst, Management Systems Division 

3. 11mt . Dwurintt. Suldivisinn & Administering Offuce A d d r w  I I FOR RECORDS MANA~JEMENT OWISION USE 
I t Date Received Application No. Date Cumplcted 

78- I 5 2  AUG 8 ism 
JUL 3 1 1978 

Department of Finance and Admidistration. 
Division of Contracts and Procurement 
Peachtree Summit, 401 W. Peachtree St. NE 
Atlanta, Georgia 30308 

~ __ ___ 
4 Person to Contact 

~ ---I ~- ____ -. 
5. Working Title Manager of 1 6. Telephone Number I--- 

- 
-1 586-5269 

_I._.__._. ~. Contract Control ~. Joann - L. Bahn - 
7 .  Action Reciueslecl 

a. 

I). u Dispose of present accumulation: n n k r t h e t  accumulation anticipated. 

Est;iblish Retention Schedule; record wil l continue to accumulate. 

c. u Amend Application No. ---- ~.___ Check One: [3 Change; [3 Supercede: 0 Void 

8 .  Dates of Series -0;drSeries Title (followed by rirle used in office; if di f fered 

Present Vendor Qualification Files 3 

_ _ _ ~  ~ 

What is the function of the Division and the Office in which this record sari- is created? 
1 Earliest Latest 

1 ~ _ _  _~__ ~ 

1972 
0. Division and Office Function 

The Division of Contracts and Procurement is responsible for developing, maintaining, ands 
implementing Authority-wide purchasing procedures, consultant selection procedures, cen- 
tralized contracting procedures, and all competitive bidding on contracts under MARTA Act. 

Specifically, the Division is responsible for the purchase of bus parts, materials and ser 
vices for transit operations; purchase'of office supplies, furniture, equipment, miscel- 
laneous services and concessions; administrative management and documentation for all 
consultant, construction and demolition contracts and federally-funded procurements; main- 
tenance of all official contract files, bidder's lists, vendor file directories, contract 
lists, and related special reports. 
maintenance o,f all contracts and related contract documents so that they are available for 
audit and periodic review. 

The Division is responsible for the retention and 

.- .- ~- -- 
1 .  Record Series Description Thus file contains the followinp documents iincluda form numbers and titles, if anv): 

Attach samples of the file. ' , 

Documents relating to: Securing financial and reference data on MARTA vendors. 

Included are: Statement of Qualifications and Business References, 
Dun & Bradstreet report, product data, and related 
correspondence. 

Fde is  arranged. Alphabetically by vendor name. 

2. Monthly Reference Rate How often are records referred t o  which are: 

- .  One to six months old 1 - 7 - ; Seven to twelve months old&-- ;Thirteen to twenty-four months old 0 
twenty-five months and older ...a ~ :-_ 7 

-I_- 

.~ _ _ _ _ _  _____ ~- 
3.  Annual Rate &&cumulation of Records 

X! 

.- I 

Lette;-size drawers --: Legal-size drawers ; Shelves _b__ :Other /rpecify/.,- _.~ ., . .  
\ ' .  , . *L-- 

.. *, '. *- ~t f 

3012 13/76] 



-~ ~~ 

,i - . - - .. . __ .. ._ . . -~ -~ 

If not. where is i t ?  

4: WIIIIII aww 1~ IWC, ( I t04  i i i t i ~ i i t ~ .  to, tlu! 101(! iitsihv 11 IW'I'..LIIV 11, h w i i  t l t v  w~tnia. t i l v  IOI .I t < u y  ~ ~ w v ~ ~ 1 ,  a.1wl~1 tIw~.o t l ~ n ~ . i ~ i o ~ ~ . i ~ i . ,  1 1 :  

~~~ .. ~. . ._I_ __ scheduled separately? 

g. I s  the information contained in thi5 $oriel ever analyznl andlor recorded in a summaii2ed report? 
If yes. attach copy. 

h. Is there a duplication of this scrier in your office. DT in another office or agency? 

If yes. where? 
i. I s  this series lor a ma joyo r t i on  of Id regularly microfilmed? 

j .  Does the record series rdsult in a computer printout? 

~- - __ 
contained in this series ever published? I f  yes. attach copy. ~~-~ ~~~, - -. , .. _.___ ~ ~- - . ~. .~ ~. -. ~- 

~ ~ ~ _ _  ~- 
~ ~II_~ ~ ~ 

- . ~ 

-x 

etention Requirements 

.-__ __ ~- 
~ ~- _~__  

~-_~_II--.-~--__- ~~ - . ~ 

The following requires the series to be kept: 

d. Audit period ~~ years. a. State Law ..- years. 

h. Statute of limitation years. e. Administra1:ve need __ years. 

c. Federal law - years. I. Federal retention instructions - . ~ ~~~ vears. 

Attach ~ o p y  or eacert o f  laws or regulations. Explain administrative need. . 

-- --~~-.-~.-.-_--~-..--_-_------~i._..-I - ~ __  ,,_I 

6. Approved Disposition Instructions This agency recommends that the file series IK cut of1 at the end of each: 

r~ 1 Calenrlnl Yeai: 1:) Fiscal Yeai; w Other --.&-~- __ -~ then. 

0 Hold in the current files area - ~ 

@ Transfer to@&%ecords Center; hold --L.. 
0 Transfer to State Archives f6r permanent retention. 

re  other ISpcilvl  

month(sI_-~__~. ~. , vearlsl; then 
Transfer to local holding area; hold _ _ - _ ~ ~ ~ ~ _  yearlsl; then 

year(s1: then 
$1 Destroy. 

Hold i n  the  cur ren t  f i l e s  area one year p a s t  l a s t  a c t i v i t y .  

Then: t r ans fe r  t o  Authority Records Center.,, Hold f o r  four years. 
Then Des t roy .  

These instructions apply to al l  prior .and luturc I( mulati 


